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Category Cost specifics Comments/Options 
 

Hardware Digital capture equipment, 
computer, and storage 
 

Will you use existing or 
purchase new? 

Software Digital capture, image 
manipulation, design, and 
access 
 

Will you use existing or 
purchase new? 

Staff wages Project management, 
selection, preservation and 
conservation, digital capture 
and image processing, 
metadata creation, web 
design, quality control, and 
evaluation 

Staff wages should include 
not only those new staff that 
are hired but an estimation 
of the allocation of existing 
staff time devoted to the 
project.  In particular, don’t 
forget the administrative 
details that the project 
manager will need to do, this 
is often a “hidden cost.” 
 

Training costs Trainer and staff time in 
training 

Training primarily has to do 
with the time spent by both 
internal staff and new staff; 
the project manager should 
be trained at all aspects of a 
project while new staff can 
be trained for specific roles. 
 

Presentation and 
preservation costs 

Server space, data migration 
and long term preservation 

Assess how much server 
space is available and will be 
needed to host the digital 
project; can you use existing 
or purchase new? Migration 
and long term preservation is 
also a cost that needs to be 
assessed. 
 

Material costs Preparation for digitization, 
conservation 

Typically expressed in time, 
but conservation work may 
need to be outsourced and 
there can be associated 
supply costs. 

 
 
 
Adoption of standards and processes  
 
The determination of image capture specifications is one of the first considerations 
addressed by digital image managers. It is also one of the most complex decisions to be 
made, affecting the ultimate size of the digital collection, and influencing all decisions 
concerning equipment, storage, presentation, and staffing. Many of the standards are 
addressed in other sections of this guide, such as Digital Production and Metadata.   

http://www.ncecho.org/Guide/metadata.htm

